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ABSTRACT 

This loose-leaf manual brings together in a single 

reference source ail admini strat iye requirements common to ERIC 
clearinghouse operations • Some contain relatively firm guidelines 
that should be followed closely; others contain more flexible 
guidelines and suggestions that^ in their appiicati^ ^ should be 
considered subject to the discretion of the individual 
clearinghouses. The manual J.s divided into nine sections: 
"introduction" ; |2 ) "Management of Clear inghouse Operatic " which 

covers processing .budget monitoring, ^ 

publications moni tor ing^ record keeping^ and syst^ groups; 
(3) "Personnel Management ," which includes job descriptions, 
functional titles , and staff orientation; (4 ) "User Services which 
covers extent of services , recommended materials, and form iettersj^ 
(5) "Clearinghouse Publications, "i^ei, information analysis products 
(lAPs) and other major publications; (6 ) "Guidelines for Semi^ 
Reports," which covers management data, the statistical report, 
status report oh major clearinghouse publications^ involvement with 
professional organizations, and current "cutting edge" topics; (7) 
"Guidelines for Site Visits to ERIC Clearinghouses," which includes 
preparation by the clearinghouse for the site visit, conduct 6£ the 
site visit, and post site visit actions; ( 8 ) "Guidelines for the 
Annual Review," which includes the presentation of the review and 
review material to gbverhment monitors; and (9) "Ihcreihehtal Funding 
Requests," which covers requirements for submission , format of the 
request, business (line item) budget, and performance category 
budgets A list of ERIC-^related acronyms and samples of various forms 
used by the ERIC clearinghouses are included. (BBM) 



* Reproductions supplied by EDRS are the best that can be made * 

* from the original document. * 
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INTRQDUCTTON 



The decentralized nature of the ERIC system creates a heed for the 
standardization of activities and _prc?cedures . The purpbs€i of these 
Administrative Procedures arid Guidelines is to assemble into a single 
reference source all ERIC administrative requirements common to 
clearinghouse opera tibris. The sections on Semiannual Reports, Site 
Visits, Annual Reviews, arid Annual Renewal Proposals contain relatively 
firm guidelines that should^ as . indicated ^ be followed closely. The 
sections on Management of Clearinghouse Operations ^ Personnel Management, 
User Services, arid Clearinghouse Products contain more flexible guidelines 
and suggest ions that should be considered subject to the discretion of 
individual Clearirighbuses iri their application. 

Modifications to this mariual will be made on a sectiori^by-section 
basis, as changes become riecessary. 
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a. MAKAGE^^NT OF CLEARINGHOUSE QPERATiONS 



A. Introdaction 

if f i?^?^^ ERiC ciearinghoose requires 

constant and careful monitoring of all elements of the operation i 
including administration, inputs and output. It is essential i 
therefore i that a detailed description of each identifiable 
clearinghouse function exist in written form. The information 
so provided serves a dual purpose: 

(1) as a training aid for orientation of new clearinghouse staff, and 

(2) as a reference for site visit monitors engaged in surveying 
clearinghouse activities. 

B. Processing 

Flowcharts depicting typical clearinghouse processing 
functions should be established and maintained for use as guides 
in developing the work flow of the clearinghouse. Every required 
element of the processing operation should be included in such 
flowcharts. The initials or names of individuals responsible 
for the various activities can be inserted in each block of the 
flowchart i If desired ^ as an additional aid for managerial control. 

C. Budget Monitoring 

Each clearinghouse should maintain a monthly accounting 
record of Its commitments and estimated obligations during the 
period of each annual contract. This record should be adjusted 
periodically as records of actual expenditures are received 
from the sponsoring institution's fiscal office. This information 
should be recorded in the line item format contained in the 
Federal contract document. 

Such a record would be, of course, an "unofficial** 
accountings but Its preparation is strongly recommended since it 
is essential for each clearinghouse director to be constantly 
aware of his/her commitments (which will subsequently result 
in the expenditure of contract funds) in order to avoid possible 
contract cost overruns. 



15 . Major Clearinghouse Publications Monitoring 

It is recoinihended that progress charts on the status of all 
maj or clearinghouse publications (i.e., contract deliverable 
it ems) be established for each funding year and be carefully 
mdhitbred for adherence to prescribed production schedules. 
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Since major clearinghouse publications are specific contractual 
"deliyerables it is necessary that each and every one cited in 
the contract proposal (or its annual updates) be completed by 
the expiration date of the contract; It is necessary, therefore, 
f9^_?^^_^?Jo^ publications to be closely tnonitdred with regard 
to progress. If it becomes apparent at any time that a delay 
has occurred in the performance schedule of a given product that 
will prevent an author from completing his/her manuscript in 

format by the end of the contract 
period, the publication should be cancelled and the appropriate 
Central ERie(eERie) monitor notified in writing concerning the 
circumstances. It is desirable to have available an appropriate 
substitution th^t may be proposed at the same time the cancellation 
notice is submitted to CERIC. A brief description of th 
proposed substitute and a revised schedule should be submicctid. 
Written notice of approval or disapproval of the substitution 
will be provided the clearinghouse. If no substitution for the 
originally proposed product is published in that funding year, 
the contractor will be expected to have the unspent portion of the 
funds involved (author *s commission, printing costs, etc.) 
reflected as unexpended carryover. 

E. Record Keeping 

The importance of the need for keeping accurate and complete 
records cannot be overemphasized, it is easier and often more 
economical to anticipate the need for records and to expend extra 
effort at record collection time than to have to assemble data 
long after the fact by searching through files to extract newly 
required additional information. Records kept specifically for 
reporting operational statistics to CERIC should be as 
comprehensive and accurate as possible. Statistical data provided 
CERIC is consolidated annually and is used for predicting future 
work loads in budget justifications furnished to Federal funding 
authorities . 

It is not necessary for each clearinghouse to use the same 
data collection forms, but it is imperative that each collect the 
same basic set of data-in the same manner, and, when applicable, 
during the same time span. Particular care should be taken that 
the source data collected for compilation of the ERIC semiannual 
reports are retained and available during the duration of the 
contract. 

F. System -Suppar4:- Groups 

ilie ERIC system supports two standing groups * the Council of 
ERie Directors (COED) and the ERIC Technical Steering Committee. 
^?J^®®^?^^i^^> additional ad hoc committees or subcommittees 
may be formed. 

The Council of ERIC Directors (COED) is composed of 

representatives of the ERIC clearinghouses and other system 
components. COED serves as a liaison between the ERIC system 
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as a whole and CERIC for the purpose of cdiitributihg ideas arid 
strategies for the strerigtheriirig of the systeihi suggesting policies i 
and resolving managemerit-leyel issues. COED supports ad hoc 
committees as needed, as wellasa number of staridirig committees 
(e.g.. Technology, Future of ERIC* Iritematibrial RelatibrisJ. 

The Technical Steering Committee is composed of technical 
staff from the ERIC Clearinghouses * with prie technical staff 
person from the ERIC Facility. This cbmmittee serves to plan arid 
implement the regional arid national techriical meetings arid tb act 
on the recdmmeridatibris arrived at duririg these meetirigs. 



Guidelines for each group aire shbwri iri Figures II-l arid 11-2^ 
respectively. 



EKLC 



THE COUNCIL OF ERIC DIRECTORS (COED) 



GUIDELI NES 



1. The Directors, Assistant Directors, and Associate Directors of the E^ 
Clearinghouses and the Directors of the ERIC, Support Contractors shall 
constitute abody called. the "Coancll of ERIC Directors (COED)^" The 
Council shall meet ahhually to discuss natters related to the fuhctibhihg 
of the ERIC system^ ^ch member of COlI) shall have ^o^ 

the issue. being voted on requires . there to be only one vote per 
organization, in which case an objection from the floor, sustained by 
the chair, can require one vote per organization for that particular 
action. 

2. COED shall elect a steering committee called the "Executive Committee." 



3. The Executive Committee shall be made up_ of six (6) members^ elected by 
the Council, with at least three (3) members being ERIC Clearinghouse 
Directors. 

4. The _ term, of office for an elected member o£ thq E^eecucive. Cosmltcee shall 
be for three (3) years, with a possible cbhtihuahce (by election) for an 
additional three (3) years. After being off the Executive Committee for 
one_year ^ a_member is eligible for re.-election . . No ERIC Clearinghouse 

or Support Contractor may have more thaii one member bii the Executive 
Committee. 



5. Nominations for election to the Executive Co^ittee shall be made either 
at COED meeting or by mail, at any time, to the Chair of the Executive 
Committee. The Chair will report any nominations prior to any election. 

6. The Chair and Deputy Chair of the Executive Committee shall be selected 

by the members of the Executive Committee. The term of office for the 

Chair and Deputy Chair shall be for one year. 

7. The Chair of the Executive Cbnnnittee shall be the limedlate liaison between 
COED and Central ERIC (or any other Federal agency or project). 



8. COED shall be responsible for esCablishing comittees, made up of Council 
members and bther ERIC staff members, to deal with the concerns of the 
ERIC Directors and Associate/Assistant Directors. 



FIGURE II-l 



ERIC TECHNICAL STEERING COMMITTEE 



GUIDELINES 



The ERIC_Technlcal Steering C^ a conduit 

between the network's technical processing staff and CERIC for the 
purposes of prbmbtihg system improvement and enhancing system 

operations. Suggestions for system improvements or mpdificaciqns 

in ERIC technical procedures may originate _in the ERIC clearinghouses 
or other system components » with members of the Steering ConmitCee, 
or as a result of natibnal/regibnal technical meetings or other 
system meetings. 

In cbordihatioh with CERIC » the Steering Committee shall be 
responsible for: 

• planning and implemehtihg the agenda for the national 
technical meeting; 

• providing planning assistance for regional technical 
meetings; 

• considering all recb^endations resulting frbm hatlbhal/ 
regibnal technical meetings; and 



• making recommendations for action to CERXC. 

^" T^?_^.!^.^§?^?8Apo°™i?t^^§_sb4li he comprised of five people . including 
representatives from three ERI_C_Clearinghouses (one from the east^ 
midwest, and west coast), one ERIC Facility representative, and a 

chairpersbri chosen by CERIC. A balance bet^en processing and 

^ser services skills is desirable and will be sought. Each member 
shall serve a three-year tens. _ Terms .shall -be staggered in order 
to permit annual. rbtatlbh. Members bf the Committee may recommend 
new representatives to CERIC; new members shall be selected by CERIC. 
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III. PERSeNNEfc MANAGmmr 



A. Job Descriptions 

Each clearinghouse is expected to have an appropriate job 

description on file for each employee on its staff. It is 
recognized that due to the diverse functions performed IS ERIC 
clearinghouses, job descriptions can be difficult to prepare, 
it is also recognized that host institutions * particularly 
univarsitias, use standardized job descriptions and titles which 
differ from those normally used in ERIC. Tomeet the needs of the 
ERIC system^ however, it is requested that clearinghouses use 
the Fanctionai Titles Cor comb inat ions thereof 5 displayed in 
Figure Iii-l,j^en furnishing staffing tables (in semiannual 
reports and annual review summaries or site visit materials). 

B. Functional Titles 

Functional titles should be iselected from the list displayed 
in Figure iii-l. 

C. Staff Orientation 

Each clearinghouse should develop ariddbcument a comprehensive 
orientation plan for familiarizing tiew employees with the functions 
of the total ERiC system as well as the operations. of the individual 
clearinghouse. The orientation program should include a thorough 
explanation of each clearinghouse activity arid should be flexible 
enough for use in orienting employees with varying levels of 
responsibility. 

Examples of materials which are suitable for inclusion in 
orientation programs are: 



!• Iriterrial Procedure^ Policy, and Training Manuals 

a. The ERIC Directory 

_ __ » 

b. ERIC Staff Handbook 

c. ^RIC Admiriistrative Procedures and Guidelines^ 

d. ^RlC^olicy Manual 

e. ERIC Pro cessirig Manual 

New employees should familiarize themselves with the 
entire cbriterits of this manual, with particular emphasis 
on the sectibris that pertain to the employee *s assigned 
areas bf respbrisibility . 
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TITtES 


CORRESPONDING FUNCTIONS 


Director 


Responsible for overall management of clearinghouse « Including administration , 

financial. management professional. galdance* etc^ Has ultimate . 

responsibility for selection of suitable materials for liipiit Into RIE aiid CUE, 


Associate 
Director 


Shares responsibility. with Director for cle&ringuouse operation. 
Frequently has overall responsibility for ah Identifiable scope in a 
multiscope clearinghouse • 


Assistant 
Director 


Primarily responsible for overall administrative aiid technical bperaClbhs 
of the clearinghouse. 


Adml nl s t ra t Ive 
Assistant 


Performs administrative fuhctibhs siich as geheratlhg reports* keeping records 
and statistics* compiling budgetary and fiscal data, budget monitoring, 
maintaining correspondence control system » etc* 


Secretary 


Perforins secretairlal fiihctlbust including taking dictatibh and trahscirlblhg 
shorthand notes* composing responses to routine correspondence* maintenance of 
Director (and assoclatei^asslstant direct Oi.*) correspondence files * arrangement 
of travel aiid accOi^OdatlOiis » etc. 


clerk-Typist 


Respbiislble for rbutiiie Cypliig (liicludiiig keyiiig of oiiliiie iiiput)* 
record keeping* filing* etc* 


Acquisitions 
Specialist 


tbcates* solicits* and acquires materials as potential candidates for Input 
into RIE. May also be responsible for acquisition and control of journals 
for CUE. 


Document 
Coordinator 


Responsible fo:. r, ^naging flow of documents and journals through the 
clearinghouse, l-.'tles Include malnt^enance of necessary records* production 
bf reqiiired reports* catalbglhg* aiid ireview of all Input into RIE and CUE. 


Abstractor 


Writes abstracts and annotations for RIE and CUE* (Functions generally 
combined with that of liidexer; see follbwliig title.) 


Ihdexer 


Assigns index terms to documents and/or articles which have been selected for 
input into RIE or CUE. (Functions generally combined with that of 
abstractbr ^ see prevlbiis title * abbve • ) 


Editor 


Responsible for the administration of all _ln-house products (lAPs* user 
services products » newsletters » etc. Duties liiclude estabXlshmeiit aiid 
inaliiteiiahce bf pirbductibii schedules for all products i supervlslbh of 


printing arrangements* record keeping related to printing costs* and 
rendering required progress reports to CERIC. Duties may iiiclude tasks 
bf a geiieiral nature (Ihtroductlohs * forewords* prefaces, etc.). 






User Services 
Specialist 


Responsible for overall user service program. Activities include- question- 
answering functions* supervision of online searching* conduct of ERIC 
orleiitatloiis * brief liig* and wbrkshbps. 



FUNCTIONAL TITLES 



ERIC 
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FIGURE III-l 



f ; ERIC Abstractor/Inclexer Workbook (Rev is ed Edition) 



Personnel employed for the purpose of abstracting/ 
indexing documents for entry into RiE, and/or indexing/ 
annotating joarnai articles for entry into CiJE, will find 
the Al^ Workbook a valuable training tool in learning ERiG*s 
approach to abstracting/indexing concepts; This workbooks 
the abstracting and indexing sections of the ERIG Processing 
Manual , the Identifier Authority List , and the Thesaurus 
of ERIC Descriptors , constitute the basic minimum set of 
tools needed by individuals engaged in indexing/abstracting 
activities (or in reviewing the output of such individuals). 

2. Brochures, Handouts, and Other Publications for Users 

a. How to Start an ERIC Collection 

Although there are at present over 700 standing order 
subscribers to all the ERIC microfiche produ 
each months there are a least several thousand other 
organizations concerned with various facets of education 
that are potential subscribers to either part or all of the 
ERIC microfiche. This publication is designed to inform 
^?^^_?_P9^®?^^?^_ 9?stomer what is needed in the way of 
equipment^ fixtures^ and materials to start either a 
minimaiv intermediate^ or a complete collection. General 
estimates of costs for each type are also provided. User 
services personnel in particular should be familiar with 
the contents of this pamphlet; 

b. Submitting Bocuments to ERIC 



All clearinghouse personnel should know how documents 
are best submitted to the MIC database and the kinds of 
documents that are desirable i acceptable, and unacceptable. 

c. All About ERIC 

d. Pocket Guide to ERIC 

3. Authority Lists and Reference fools 

a. ERIC— The First Fifteen Years (EB 195-289) 

B. Thesaurus of ERIC Bescriptors 

The official, controlled indexing vocabulary for the 
ERIC system. All indexing and retrieval staff should be 
thoroughly familiar with this publication i 

c. ERIC Identifier Authority fcist (lAL) 

Sexrves as a companion volume or supplement to the 
Thesaurus . All indexing and retrieval staff should be 
thoroughly familiar with this publication i 
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c. ERICTOOLS 



ERICTOOLS are a series of printed indexes, directories, and 
cross-reference lists^ distributed internally to components of 
the ERIC network. For example: 

!• Title Index - provides access by document titles 

2* Source Directory - provides access to all organizatidrial 
names used In the system, i.e., corporate authors and 
spbhsbrihg agencies . 

3* Acquisitions Data Report - lists all ciearinghduse acquisitions, 
by title, during a specified period of time. 

_ Various other cross-reference lists lead an information 
seeker to the accession number (EDi number) from: Report Number; 
CphtractyGraht Number, and Clearinghouse Accession Number. All 
clearinghouse personnel should be aware of the existence and 
availability of these items at the clearinghouse. All personnel 
engaged in technical processing duties should be thoroughly 
knowledgeable in the purposes of the tools and experienced with 
regard to their usage. 

d. ERIC Directory 

Clearinghouse personnel should be familiar with names, 
titles, and functions of all principals in the ERIC system. 

e. RIE and CUE Abstract Journals 

All clearinghouse personnel should be familiar with 
the cbriterits of RIE and CUE. technical staff should be 
well enough versed in the two publications to be able to 
conduct a comprehensive manual search. I 

4. Miscellaneous I 

a. Qrganizatibri Charts ( 

Charts should, reflect the relative position of the I 
clearinghouse, in the ERIC system and, if applicable, the 
positibn bf ERIC in the overall Federal structure; I 

b. Glossar ies of Terms I 

Glossaries shbuld include all terminology coiranoniy 
used in ERIC,^ith particular attention to acronyms such I 
as NIE, GPO, EDRSi NTIS, NDN^ SMERC, RISE, NWREt^ lAP^ 
PCB, etc. Identification of clearinghouse titles by the: J 
designated prefixes - CE^ CG^CS, EA, etc. - should be a 
primary learning requirement for each new clearinghouse I 
employee . I 
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IV. USER SERVICES 



A. Ihtroductibii 



The deyelbpineht of a user sservlces program is dependent upon the 

official definition and contractual scope of work of the ERIC 

clearinghouse, involved. The following guidelines are basic and should 
be closely adhered to. 

B. Extent of Serv ices 

Every question asked of a clearinghouse^ whether it originates 
through a visit, phone call, or letter* should be answered. Each 
clearinghouse should, however, use its own judgment as to the extent 
of personalized service it can afford to give within its allocated 
resources. As much as possible , responses to Queries should be 
responded to through an established routine. Pre-prihted* off-the- 
shelf items, such as, mirii-bibs, abstracts, etc.j on topics of 
popular demand, can be used. Considerable use should also be made 
of previously-prepared "ERIC Slidrt Reports" on_ "hot topics . " Numerous 
clearinghouses have prepared mirii-iristructibhal guides to aid walk-in 
users in conducting their own hand-searches through RIE and CUE. If 
the query is out of the scope of the clearinghouse * referrals to a 
more appropriate source can often be the_ best response. Although 
all cleaiTinghduses now have online searching capability ^ such services 
should be advertised only for searches within the assigned scope of 
the clearinghouse. Otit-bf-scbpe requests (except for local requests) 
should be referred to the inbst cbnvenieht ahd_ appropriate search 
service lissted in the Pirectbry bf ERIC Search Services . 

e. Recommended Ma tari^& 

_?^^?^^^6h^^ses shduxd have at least the_ following materials 
?9_^?e as handouts at conferences arid tb include with answers to 
specific requests: 

• Current lists of all ERIC clear in ghbtises with cbrrect addresses 
(and phone numbers) and brief scope ribtes. 

• Brochures descriptive of clearinghbuse furictibris arid services 
offered. 

• General ERIC brochures for routine distributibri at aririuai 
P^9^®?®^9^?^_"^?^?^?SS and as enclosures with responses tb 
inquiries about the ERIC system. 

• Current clearinghouse publication lists, iricludirig citations 
to produces of other clearinghouses that have a high degree 

of overlap in subject scope with thia clearirighbuse in question. 
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• Subscription f orms f or RlE , CIJE, meTAPES/ERiefSiStS , and 
EDRS b*.der forms. 

• Descriptive materials bh how to use ERIC. 

• Copies of the Directory of ERIC Search Services ^ Directory of 
ERIC Microfiche Collections j and annual bibliographies of ERIC 
Clearinghouse Publications 

• Lists of available ERIC training itiaterials. 
D. Form Letters 

Clearinghouses are encouraged t:o use form letters in connection 
with responses to users. It is also urged that, as particularly 
effective forms are_ developed, copies be distributed to other 
clearinghouses in the system for evaluation and possible wider 
utilization. For sample user service form letters, see Figures 
iV-l(A-E). 
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Dear Coritributbr: 

As a contributor to the ERIC system arid as ari author, ^ou know_the importance of_ 
l^i^jlioSraphic suppprOateria] in the developm of your papers or speeches; The 
Clearinghouse processes several hundred documents per year and undoubtedly many 
of them contain information that you cbUld use. You cari take advantage of 
Clearinghouse iriformatidri dissemiriatibn in several ways: 

1) Request information on a specific topic through a mariUal 
search of our junior college input. This_service is_free__ 
and.proyjdes ld-15 abstracts of ERIC documents pertinent to 
your topic. 

2) Order computer jzedliteratur^^ ERIC database 
onatopic of Interests Because of computer time and printing 
costs, we most charge $20 for this service (which provides you 
with up to 50 abstracts of ERIC documents). 

3) Be placed on our Clearinghouse mailing list, which means receipt 
of oar quarterly newsletter and publications listing. Agairi, 

no charge for this service. 

4) Request single copies of our free Clearinghouse publications 
addressing current cbhcerhs facirig cbmmuriity college educators. 

5) Request annotated bibliographies and sapplementary materials for 
conferences, conventions, seminars, arid regional meetings. _these 
^Tee materials try to^ fpc pn_ the theme of the conference or to 
provide general information about ERIC services and publications. 

I hope ERIC can be of assistance to ypu._ If_ypu_wpuld like to request either 
a manual or cpmputer_searchi_use_the search request form on the back of this 
letter^ If you would like to discuss or request any of the other services 
described above, please write or call me. 

Thestaff at the Clearinghouse feels that ERIC has a lot to offer the 
individual practitioner. I hope we hear from you. 

Cordially, 



Gayle Byock 
Assistant Dire^ or 



USER SERVICES FORM LETTER (SAMPLE) 



IV.5 24 



FIGURE IV-1(A5 



UNIVERSITY OF CALIFORNIA, LOS ANGELES 




AVIS » inVIKE » LOS AXCELia » IflVEHSlDK » 5aN DIECO » SAS FHANCISCO (S^J^if^B^ SANT^ UARUAMA • XANTA CnVZ 

■ 

iF.HICfl CLEAHlMeilOQSE XOR JUNIOH COLLEGES 
Oe POWELL UBRARV BUILOLSX 
LOS ANGELES. CALIFORNIA 
(2i3j 825^031 



in response to your recent request^ we are sending you the following: 



i 1 



copies of document abstracts 

copy(ies) of pertinent clearinghouse publications 
( ) other 



The abstracts have been selected from the documents cbllected_by bur clearinghouse 
during, approximately the last two years.. The complete text of these documents 
can (with QCcasional_exceptions) be obtained either in microfiche (MF) or paper 
copy (PC) from the ERIC Document Reprbductibri Service (EDRS). Order numbers 
(iP nyiTibersi are shbwn_bn_the_a may be calculated 

from the pagination and the price schedule on the enclosed EDRS order blank. 

Althbugh we are glad to be able to prbvide free manual_ searches tbuserSj we_ 
reconniend computer searching the ERIC database for_comprehensiye retrieval of 
documents and journal articles from all sixteen ERIC clearinghhuses. Thie 
current price for this service frbm this clearihghbuse_is giyeriori the search 
request fprm enclosed., Msb^. you _can_sear^^ using the 

printed indexes of Resources in Education and Current Index to Joarnals in 
EdQcation , Many colleges and universities thrbughbut the country subscribe 
tb these mbrithly abstract/index jburrialsimany_institutibns_a have a 
complete_collectjon_of_ERIC microfiche (see the enclosed listing of collections 
in your geographic area). 

?^ch month we process _abbut slxty_dbcum^^^ jn 
ResourcesinEducation . The effectiveness of our operation depends primarily 
on the documents submitted to us by authors and dbcUmerit generators. Therefbre, 
if ydU haviB access tb any useful rejabrts br studies completed recently at your 
institution^ won't you_pleas^ sharethese with us? if possible, we would like 
to receive two copies of each submission. A document that is processed for 
ERIC brings national visibility to the ihstitiitibh and the author, and 
cbntributestb the entire field bf education. Your support in this enterprise 
would be invaluable. 

Please call bri us again if we can be bf further assistance. 
Sincerely, 



ERIC Clearihghbuse for Juriibr Cblleges 
Enclosures 
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I Erne I EDUCATrONAL RESOVWCES mrORJ^ATlON CENTER 




Cleahngirome on Higher Ediiccuiou 




Enclosed is a computer search of the ERIC database that yielded a number of 
citations on the topic _cpn your request. _ Some_ of _the_ references in 

this annotated bibliography may not be exactly. on target, bat may be of some 
peripheral value and have, therefore, been included. 

The entries headed jjy EJTnumber cited in Current 

Index to Joornals in Education ( CI3E) ; those wi th ED-numbers refer- to documents 
cited in Resources "Ml EducalTbn (RXE^) . Both of these monthly publications are 
sponsored by the Educational Resources_Informatjon_Center_tERIC)_of National 
institute of Education (NIE), They are available for reference in many college 
and public libraries and in the offices of many state and local education 



Complete copies of the reports-and papers identified in your search with 
EO-hUmbers caii be located in ERIC microfiche cbllectibhs (exceptions are 
EP-humbers_fpl_lbwed_by_li_in^^ These microfiche- 

collections are maintained by libraries and information centers specializing 
in-education Information. Individual copies may be purchased through the 
ERIC PpcUmerit Reprbduc Service iEpRS), OpuHialartlcles Jidentifie^ 
EJ-numbers) can be located in the original journal in the periodicals section 
of many libraries.^ If a particular journal Is not available, reprints may 
bfteh be purchased frbm rejanrit services such as yniverslty Microfilms 
International (UMl). Order forms for both EDRS and UMI are enclosed. 

If you should cite any of the hdhjbUrnal ERIC documents in a bibliography 
of your pvim, mentibn p access by others to 

the literature. A recommended citation format is enclosed. 

I hope this ihfbrmatibn will be helpful. If ybu_wbuld_take_a jnoment to 
cpmplete and retur^ the.enclos^^^ evaluation form, you will 

help us in our efforts to improve both the computer search service and the 
ERIC database. Also, do not hesitate tb cbhtact us with any questibris 
regarding ERIC br this search. 



Sincerely, 



Laura Ciarniellb 
Research Assistant 
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ERIC INFORMATION REQUEST FORM 



To receive-farther Information about tbe_products_and_seryjces of the Educatiprial 
Resources Information Center (ERIC) , check the space or spaces below and return, 
this form to the ERIC Clearinghouse for Junior Colleges, Los Angeles, California 
90024. 



I would like to receive general information about t^e ERIC system. 



i would like to receive a list of names and addresses of the 

various ERIC Clearinghouses; 

i would 1ike_to_receive_a_copy of the ERIC Clearinghouse for 

Junior College's publications listing. 

iwquld like to_receiye_copies of the ERIC Document Reproduction 

Sei'vice (EDRS) order form. 

I would like to receive informatibri abbUt hbw I can contribute 

documents to the ERIC system. 

' I would like to request a search bf the ERIC database. (Please 

describe the. search, topic_asfully_as_pp In the space 

below. A search specialist will telephone you before conducting 
the search, in order tb clarify ybUr request.) 



Name: Date: . 

Position: - Telephone: _( I 

Institution: 

Address: 
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iRIC-CLEARINGHOUSE ON HIGHER EDUCATION 
George Washington University 
dne_Dupont_ Circle. Suite 630 
Washington, O.C; 20036 

COHPUTER -€ENEWEt> BIBLIOGRAPRY SERVtCE SURVEY 



In order for the CI earirilh6use_ to assess^ _i_t_s_ 
|>erformancei_we need to know how useful our services have been 
to you and what specific areas- need improvement. It would be 
greatly appreciated if you will take a few minutes to complete 
the following brief form. 

Name: 

Position: ____ 



Ihstitutibn: 



Search Topic: Invoice #: 



1. How did you learn about the search service? 

b rochure a friend/colleague 

l ibrary or resource center b y contacting a clearinghouse 

^ERie workshop other (please specify) 

^in a course 

2. Have you used the service before? 

^Y es N o 

3. bidyou personally negotiate your search with a Clearinghouse 
staff member? 

Yes ^No If yes, the help ydU received was; 

Excellen t Above Average Average Fair Poor 

4. Was your topic adequately covered by the bibliography? 
y ies ^No 

5. In what way did the bibliography notr meet your needs? 

6. How would you rate the promptness of this service? 

Excel 1 en t_ Above Average Average Fair Poor 
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7. How many people will be using the information supplied? 

8* The original intent of your request was to gain information in 
order to (check only one): 

- m ake a decision concerning an educational issue or policy. 

plan a program that currently is not available. 

m odify or improve a program that currently exists. 

develop a course curriculum. 

- increase your professional background knowledge about a tojDic. 
prepare a proposal • 

prepare a paper for a journal or a class. 

wri te a dissertation. 



pother (please specify) 

9. Did your actual use of the bibliography differ significantly from 
your original intent? 

^fes ^No If yes, please indicate how and why: 



lb. Specific suggestions for improvement of the computer-generated 
bibliography service: 
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V. CLEARINGHOUSE PUBLICATIDNS 



A. Iritrbductlbri 

The function of ah ERIC clearinghouse does not end with the 
collection and processing of documents. As more and more information 

is collected^, it becomes necessary to synthesize this information 

into more usable forms. Clearinghouse personnel are in an advantageous 
position to do this^ either by themselves or by commissioning outside 
authors . 



Clearinghouse publications may be divided into three major 
categories: information analysis products, other major publications, 
and user service products . 

B. I nformation Analysis Products (lAPs) and Other Major Publications 

Publications in the lAP category are syntheses or translations 
of information contained in ERIC and other relevant databases. They 
repriBseht rie ; cohtributiohs to the information field in that they 
pull together, analyze i and synthesize i and suggest applications of 
the knowledge for practice improvement. 

The category, "Other major publications includes extensive 
annotated bibliographies, cgmprehehsive directories ^ resource 
guidiBs, arid other majbr_ publications that * while not falling Into 
the lAP category of analyzed and synthesized data^ still serve a 
useful purpose in compiling and transmitting information. 



1, 



formation 



Topics for irifbrmatioh analysis products (and "Other major 
publicatibris" products) are identified in a variety of ways. 
Since clearirighbuse advisory boards serve as a link between the 
clearirighbuse arid its user audiences ^ they can provide suggestions 
for topics. Alsb, clearinghouse staff are aware of current 
issuies iri educatibri through information requests received by 
the clearirighbuse arid through NIE announcement of Federal priority 
areas . 



2. Schedul ing^ 

After a topic has been selected^ clearinghouses will 
develop a publicatibri schedule and cbrrespbnding budget. Schedules 
will contairi miriimum the fbllowing infbrmation: 

a. Subject arid type of prbpbsecl document. Method of topic 
seliectibri shbuld be indicated^ e.g., recommendation of 
advissory board, NIE priority area^ analysis of user 
requests, etc. 



o 
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hi Purpose and need for publicatibh. Explain how dbctimeht relates 
to ah emerging trend or critical issue in scope area(s) and 
Its anticipated value to the target audience. 

c. Proposed author. After .selection* letters of agreement/ 
contracts should be oh file with prbsfLective authors clearly 
defining the terms of the cohtract. This will include method 
and amount of payment * time schedules for receipt of first 
draft for review ahd subsequeht revisions . _ Iriforinatibn 
should also be giveh as to what services will be provided to 
the author in the way of literature. searches , bibliographies, 
etc. (See Figure V-1 for a sample letter of agreement.) 

d, Prihting arrahgemeht, _ Ihdicate prgahizatioh that will print 
fihal verslbh bf the document . A schedule of when camera-ready 
copy must be prbyided to the printer should be prepared and a 
prospective cbmpletioh date obtained, 

e. Distribution plans. _ Ihdicate number of copies to be printed 

ahd hbw they are tb be distributed. Be sure to include provision 
in the budget for preparing and distributing an announcement 
of the document's existence and availability. 

f, A budget breakdown (provide total costs, both direct and indirect), 
including the follbwing items: 

(1) Author's hdriorarium, if any. 

(2) Staff salaries 

(3) Editing costs, either by clearinghouse personnel or by 
contract. This should be a personnel cost only. Including 
overhead and fringe benefits. 



(4) Additional expenses, if necessary, for creating camera- 
ready copy, e,g,, art work, layout, etc. 



(5) Estiinate bf printing and binding charges. 

(6) Distribution costs. Include cost bf advertising, postage 
fbr tnandatbry mail list, etc. 



(7) Other cbsts nbt included abbve (identify category), 

g. All major clearinghbuse publications are tb be considered 
deliverable items which must be cbmpleted by the end bf thie 
contract peribd. The Publicatibn Planning Sheet (Figure V-2) 
includes a timiB schedule which must be prbvided fbr each prbpbsed 
publicatibn. This schrdule must be clbsely mbnitbred by the 
clearinghbuse. If a scheduled publicatibn is delayed fbr valid 
reasons, e.g. , authbr cancellatibn br illnesss, br disapproval 
bf a draft by a review grbtip, slippage mtist nbt be allbwed beyond 
the point where cbmpletion by the end bf the contract year is 
end lingered. Careful cbnsideratibn must be given as tb when a 



ERIC /CRESS 



Box 3APj New Mexico State University 
tas Cruces, New Mexico 88003 

AGREEMENT TO PREPARE 
(Title of Paper) 



I_ have read the Guide for Authors of ERIC /CRESS Publications and shall , within 
the framewbric set forth » prepare* edit» and siihmit a paper conforming to these 

guidelines for a total cost of $ -. This amount is to include all 

costs* such. as the reviev.of literature, synthesis » writing* secretarial »_ and . 
editing assistance. I will also comply with the fbllbwihg develbpmeht schedule: 

Rough Draft to ERIC/CRESS: 



Reviewed Draft Returned tb Author: 



Final Draft to ERIC/CRESS: 



I further stipulat^ that in the case of original manuscripts » the material 
_4^cluded in the Mn use rip t will be produced by me; _ that it does not infringe 
upon any copyright or any personal or proprietary right of any other person _ 
or party. Proper recogtiitibh will be given fbr any qiibted material ihcliided 
in the manuscript. 

One fourth of the contracted amount will be paid upon acceptance of the outline 

for the paper. Final payment will be made upon receipt of a manuscript 

acceptable to the Clearinghouse. Five (5) complimentary copies of the document 
will be provided the author upon publication. 



Name: Social Security Number: 

Address: - 

(Signature) 



(Date) 



Accepted for the Clearinghouse by: 



Date: 



ERIC INFORMATION ANALYSIS PRODUCT-^LETTER OF 
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substitution is necessary or possible arid to the leviel of funding 
already expended. 

if a substitution is riecesisary* written ribtificatiori iritist be 
submitted for the record to the appropriate CERIC_cl_earirighouse 
monitor, explaining the reason for cancellation of the contracted 
deliverable^ the topic and proposed author for the_ item to 

be substituted i and the projected cost arid time schedule 

which must not extend beyond the currerit contract period. 

The mariuscrivjs for all major publicatibris must receive, prior 
to publication^ ari iriterrial clearirighbtise review and a minimum 
of two external reviews by a mix bf appropriate subject experts and 
irembers of the target audierice. 

Each clearirighouse publicatibri must cbritain, on the back of the 
title page, the fbllbwirig disclaimer rib t ice, with the NIE logo 
appearirig tb the left bf the disclaimer: 



The National 
Institute bf 
Education 




This- publication was prepared wt(h funding from the National 

InstitQta oLEdQcation,-U:S: DeparimemjOf fdaeatlon fiiKter 

conLracLDo^jaKd8<M»OHWO. The opinloos^sjtpressedjri^this report do 
not .necessarijy_ref(ect the positions or policies of NIE or the 
Department of Education. 



Tlie_ registered ERIC logo must appear bri_the front cover arid 
title page of each publicatibri. The_ ERIC logo is a registered 
tradeipark arid it is essential that the "R" is placed on the 
outside of the Ibgb iri the upper right harid corrier. The 
ERIC logo shbuld be rib smaller thari 1-3/4 inches iri lerigth 
(bri the cbver) . 



® 




Ten copies of each major publicatibri should be submitted 

to Central ERIC. One copy of each publicatibri shbuld be serit 

to the ERIC Facility. 

ERIC Digests (fortnefly known "Fact Sheets") 

ERIC cletringhbuse will prbduce a riegbtiated ritunber (usually 4-10 
per yoar) of syntheses br syribpses bri currerit,^ high-iriterest topics 
related to the clearinghbtise scbpe area(s). Topics selected may 
be based on federal iriitiatives, advice from the clearirighouse 
advisory board, frequency bf user service requests ^ input frbm 
relevant prbfessibrial associatibris arid brgariizatibns^ arid the 



literature i In preparing these products, clearinghouses 
will confiider a variety of viewpoints; the final product 
must present a balanced approach. Suggested titles, topical 
focus, target audience, and proposed authors will be stated in 
the contract proposal for year onei and in its annual updates 
for succeeding years; ERIC Digests may be written by cliear- 
inghouse staff or by persons having appropriate subject 
expertise, under contract to the clearinghouse. 

The ERIC Digest iis generally targeted to a particular 
audience, is subject specific, is limited in size to a 
single printed sheet (front arid back) , and is in the 
question-answer format, with references to additional 
sources of information. ERIC Digests must carry the 
ERIC logo on the front sheet or cover. The standard NIE 
disclaimer statement (previouly cited) must also appear 
in an appropriate location within the document. The 
ERIC Digests must receive internal clearinghouse review 
and a minimum of two external reviews by a mix of 
appropriate subject experts and members of the target 
audience. The clearinghouse director is responsible 
for the accuracy and content of all Digests. Digests t/ili 
be used, among other ways, in responding to user information 
requests i as handouts for workshops, in inservice training, 
and as input to a special computerized file. 



Ten copies of each Digest should be submitted to Central ERIC. 
One copy of each Digest should be sent to the ERIC Facility, 



NO. 



ERIC PDBtlCSTION POWIING SHEET 



Proposed Title: 
Proposed Atithcr: 



Type of Publication: 



(e.g., ISP, bibliography, etc.) 
Target Audience: -^^^^ — 



_Nd, of copies: 



Purpose and Need for Publication: 



Method of Topic Selection: 



Publication Arrangements (joint? who prints?); 



BUDGET : 

• Author's honorarium (if any) 

• Seaff salaries 

• Editing 

• Typing of Manuscript 

• Art work/ camera-ready copy 

• Review/consultants 

• Printing aiid binding 

• Distribution 

• Other (idenclfy) 



TOTAL COST 



ANTICIPATED j 

expenditures! 



Acnj^_ 

EXPENDITURES 



S CHEDULE 

• Author selection and contracr 

• Prospectus 

• OuCline/FIrst draft of mani^script 

• Review 

• Revised manuscripc 

• Editing 

• Typing 

• To printer 

• Publication Date 

• RIE issue In which docc^ent will appear 



ESTIMATED 
DATE 



ACTUAL 
DATE 
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GUIDELINES FOR SEMIANNUAL REPORTS 



A. fet#o duct 4(m 

The Semiahhual Report is Central ERIC's (CERIC' s) principal means 
of dbtairiirig curreiic system statistical_ahd operational data to be 
tised for budgetary planning purposes. The following guidelines are 
to be used for the preparation of clearinghouse Semiannual 
Reports. Such reports are to be submitted to Central ERIC for 5 month 
intervals ending June 30 and December 31, respsctively . Two (2) 
copies of each report are to be forwarded to CERIC, so as to arrive 
not later than the 15th of the tnorith fbllbwihg the end of the reporting 
period. 

The report will coriisist of the fdllbwihg major sections: 

• Hanagement Data 

• Statistical Report 

• Involvement with Professional Organizations 

0 Status Report on Major Clearinghouse Publications 

Each major section is to begin oh a separate page. 

B. Management Data 
1 . Exception Report 




This section will be used to report significant or unusual 

happenings which should be brought to the atteritibri of CERIC. 

urged to report only those happenings which 
are deemed exceptional or of special interest and which have some 
bearing either on the daily management of the clearinghouse or on 
policy direction. Examples of such "exceptibris" are: 

» Indication that a change in the clearinghbuse bveirhead 
rate has been received from the pertinent authorizing 
agency. 

• Change in physical location of clearinghouse. 

• Feedback from ERIC users, such as significant react ibris 
to changes in system operation or policy. 

2. Personnel 

a. Any changes in personnel occurring during the repbrtihg period. 

b. Biographies of new professional staff employed during the 
quarter. Information should include educational backgrbuhd, 
work experience, and areas of specialization. 




c. Clearlhghbuse Staffing Table 



The staffing table must be kept current and should 
be submitted as ah attachment to the semlahhual report. 
Figure VI-1 is a samiple of such a staff iug table. 

The Cl^iaritighouse staffing table should honnally include 
only positions that are occupied. If a position is 
temporarily vacant, indicate the status of the position 
(e •E-j_ recruiting) . Each occupied position, whether part-time 
or full-time, should be separately listed and described in 
terms of full-time equivalents (FTE's). If there are three 
"Abstractbr/Indexers" employed, the title "Abstractor/ 
Indexer" should be listed three times and the FEE percentage 
and ERIC funding percentage appropriate to each shotm. 

Job titles should be shown according to functions 
performed by the incumbents,. If an individual occupies, 
a position in which he or she_ doubles. ih_ the capacity of 
Abstractor and Editor * then the job should be listed as 
Abstractor /Editor. 

a. Nomenclature 
h* Purchase Date 
c. Price 

(Include only those items which require permission frbiu the NIE 
Contracting Officer prior to purchase, i.e., those items 
costing more than $200.) 

C. 4S tatistical Report 

This section consists primarily of statistic Ihfprmatibri and 
should be repbrtied on the ERIC Ciearinghbuse Statistical Repbrt^^-^_ 
Part I, form (Figure VI-2) . Ail of the categoriies bf information listed 
bti these reporting fbrms refer to the number of units processed , 
sold, or persons served. Db tibt include any dbllar figures. 

Although most of the categories on this form are self-explanatory, 
several require further definition to ensure that these statistics 
are being recorded and reported in a uniform manner. 



1. Clarifying Definitibns: 

a. Sgl icited/Unsa li^i^ied Documents 

A solicited dbcument is one that is acquired by means 
bf sbihe specific verbal br written cbntact. An unsolicited 
dbcument is bne that is acquired when no cbntact has been made. 
Documents published by the clearinghouse should be counted 
as "Solicited." 



Vi-4 



39 



ERIC 



ai€ GLEARINGHOUSE STAFFI 



JOB TITLE 



FULt-TIME EQUIVALENT (FTE) 



PERCENT OF FTE COVERED 
BY ERI C^ FUNDING 



Dtrector 

Associate Director 
Assistant Director 
Administrative Assistant 
User Services 
Editor 

Abstractor/Zndexer 

Secretary 

Clerk-Typist 



TOTAL 



.50 

i.bd 

1.00 
.25 
.75 
.60 
.25 

1.00 
,75 

6.10 



50 
100 
100 
100 
100 
100 
100 
100 
100 
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FIGURE VI- 1 



b. Percentage of Docmherits Rejected 



This should be calculated based bri the number of documents 
rejected i divided by the total number of documents received, 
minus the number transferred but. 



The first four categories refer to terms and suggestions 
actually submitted to the Vocabulary Development Prbgraiii. 
Terms and suggestions recorded under the last entry "Terms 
reviewed/considered" should reflect those items that received 
significant, analysis and thought ^ but that were not submitted 
to the Vocabulary Deyelopmeht Program. Normal monthly 
review of the Vocabulary, Status Report should not be 
reflected here^ since all clearinghouses are expected to 
participate routinely in this activity. 

d. Requests Received 

(1) Visitors. This_ category includes individuals coming 
to the clearinghouse's physical location. If an ERIC 
reading room is part of the clearinghouse facility ^ a 
reading robm user wbuld be counted as a visitor. Users 
of an ERIC cbllectibh in a location remote to the clear- 
ihghbuse (across campus ^ upstairs in library) should not 
be counted in this categbry. Alsb* persons visiting a 
clearinghouse bbbth_ br exhibit at a convention or 
meeting should hot be included in this category. 

(2) Total i It should be noted that the total for "Requests 
Received" and the total for "Breakdown of All Users" 
should agree. 

e. ^ ype of Request 



All requests received by a clearinghouse should be 
classified as either in-scdpe or dtit-bf-scope. In addit^loh 
statistics should be kept bh: requests for clearinghouse 
products, general questions bri ERIC, arid number of entries on 
inailirig list. Ceritral ERIC is frequently asked for 
information in these areas arid a separate breakout is^ 
therefore , required . 



ERIC searches are of two types^^ihanual arid cbmputer; 
^9^1^ J^^volve iriteractibri with a user and the utilization 
of the ERIC database. Simply piulling microfiche from the 
ERIC microfiche cbllecLibri does nbt constitute an ERIC search. 



c. 



Vocabulary Activity 




f . 




VI-6 
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lEniGl CLEARINGHOUSE STATISTICAL REPORT 
PART I 
(CALENDAR ) 


FIRST 
HALF 
YEAR - 


SECOND 
HALF 

-YEAR - 


ANNUAL 




STAFF 


FTE Staff (BudKeCed) 








FTE Staff (Contributed) 








TOTAL Staff 









M 

H 
Z 
Ct3 


AQUISITIONS 


Documents Received Solicited 








Documents Received Uhsoliclt€4 — 








—Documents Received— Transferred in 








TOTAL Documents In 








Documents Rejected 








Documents Transferred Out 








O 

i 


TOTAL Dbcumehts Out 










Percentage of Documents Rejected 









PROCESSING FOR DATABASE i 


RIE 


Dbcumerits Selected f or- ?.IE 








Documents Submitted for RIE 








Documents Being Held for Reproduction 
— Release or for Better Copy 
















CUE 


Journals Covered Selectively 








Journals. Covered Comprehensively 
(Cover-to-Cover) 








— Journals Covered ^or One- Shot Articles 








TOTAL Journal Titles Covered 








Journal Issues Processed 








Articles Processed^ Indexed, 
aiid Annotated 
















LEXICOGRAPHY! 


VOCABULARY 


New Terms Submitted 








ACTIVITY 


Terina Deleted 










terms or Displays Modified 








Scope Notes Added/Modified 










— Terms Reviewed/Considered 
















REFERENCE 1 


REFERENCE ■ 










REQUESTS t 


— Lcttur Requests Received 








Vi-iitors (In Person Requests) Received - 










TOTAL Requests 
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HALF 
YEAR 


HALF 
YEAR 


TOTAL 


ANALYSIS lOFI REFERENDE REQUESTS 1 


TYPE OF 
REQUEST 


Ih-Scbpe 








^t-of -Scope 








TOTAI. Requests 








Hequeata for Clearinghouse Product (s) 








General Qaestions About ERIC 


























SEARCHES- 
PERFORMED 
(IN 

CONNECTION 
WITH 

REQUESTS) 


Manual Searches 




1 




Computer Searches 








TOTAL Searches 










TYPE OF 
USER 

MAKING. _ 
REQUESTS 


Educatibhal Practitioners 








Educational Decisionmakers 








RedSareh and Development spec talis t a 








Information and Dissemination Specialists 








Professional Orgahlzatlbhs 
















Government Agencies 








Other 










TOTAL 










PUBLISHING 


CLEARING- 


Newsletters/Bulletins 








HOUSE 


Number Distributed 








PRODUCTS 


Journal Columns 










Number of Siibiscrlbors Reached 










Journal Articles 










Number of Subscribers Reached 










ERIC Dlgentfi 










Number Distributed 










XAPs (and Other Major Publlcatibris) 









OUTREACH 1 


OUTREACH 
ACTIVITIES 


ERIC Workshops/Seminars Conducted 








Individuals in Attendance 








Presentations at Professional Meetings 








Exhibits at Professional Meetings 
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(g) Breakdown of All Uisers 



Every effort should _be made to Identify the typess 
of users. Clues can be found in letterhead * titles § prior 
knowledge etc . When accepting telephone requests ^ it 
is_ advisable to determine the job responsibility of the 
caller in order to more easily respond to the request. 
Clearinghouse staff should be trained to elicit this 
information with a standard telephone riespohse. 

Examples of each type of user are listed as aids iu the 
classification of users. 

(1) Educational Practitioners 

^teachers at_ all levels of education; cburiselbrs and 
guidance workers; community organization workers; 
anyone involved in the process of education) 

(2) Educational Decisionmakers 

(superintendents; principals; deans; department heads j 
school board members; supervisors; and anyone involved 
in policy making) 

(3) Research and Development Specialists 

(local, state, and university R&D personnel; staff 
of R&D centers and regional labs, nonprofit and 
profit-making R&D centers) 

(4) Information and Dissemihatibh Specialists 
(librarians, information center staff * etc.) 

(5) Professibnal Organizations 

(6) Students 

(7) Government Agencies 
(federal, state, local, etc.) 

(8) Other 

(all others, e.g., business organizations ^ not fitting 
into the categories above) 

(9) Total 



ERIC 



It ±s possible for a person to fit Into more than one 

category , e.g. i a principal taking a course* in college. 
??y_^9_f person into the category in which he/she 
is functioning at that time. Users should be accounted 
for under only one category/request. 

It should be noted that the total for "Requests Received" 
and the total for "Breakdown of All Users" should agree in 
number . The total for type of request, however, can vary due 
to the possibility of multiple requests in the same letter, 
phone call, or visits 

h. clearinghouse- J^roducts 

(1) Number of Journal Subscribers Reached: This figure 

should be the total number of subscribers to a journal 
(the journai*s circulation). 

i. Outreach Activt^ties 

(1) Workshops /Seminars Conducted. Include only those 
sessions of ih hours or more. 

(2) Number of Persons in Attendance. Number of persons 
attending the specific sessions listed in preceding 
category (NOT the number of individuals attending 
entire conference) . 

(3) Presentations at Professional Meetings. Include 
total number of ERIC or clearinghouse related 
presentations given at professional meetings. 



D- Status Reports on Major Clearinghouse Pubiii 



Ail information regarding the status of products described in 
Section V of this Manual should be reported. A reproduced copy of 
each product *sF^biicat±onPiannta (fee Figure y-2) will satisfy 

the requirements for this section of the Semiannual Report. The 
"Actual Date" scheduled should be brought up-to-date for each product. 

In addition to submitting the Publication Planning Sheets, 
the distribution and sales of these publications should be recorded 

and submitted on the ERIC Clearinghouse Statistical Report Part II 

(Figure VI-3). Each major clearinghouse publication prdduced during 
the current 3-year contract period should be listed by title, 
along with distribution and sales data. Part II of the ERIC 
Clearinghouse Statistical Report should be submitted once a year, 
along with the second Se: tannuai Report (in December) . 
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|ERIC| fn;FS!«TTiRnnTTRF STSTTSTrrAT: REPORT PART II Da£e 

HAJOR CLEARINGHOUSE PUBLICATIONS 
DISTRIBUTION REPORT* 


TITLE 


NUMBER 
DISTRIBUTED 
_ FREE DURiNG^ _ 
LAST 12 MONTHS 


NUMBER 
SOLD DURINi _ 
LAST 12 MONTHS 


TOTAL 
CUMULATIVE 
DISTRIBUTION 
TO DATE 










TOTALS 










*Thts form should be submtCCed wtch che 2nd Semiannual Report. 
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E. fov^l-veinent with Prbfesslbrial Organizations 

1. Partlclpatlbh on panels or prissentatlons at special programs 
and prbfesslbhal meetings. 

2. Joint publlcatlbh arrangements between clearinghouses and 
prbfesslbrial brgarilzatlbris , or xg^ith other clearinghouses, 

3. Other afflliatlbris or arrangements with specialized 
prbfessiorial brganlzatlbns . 

4. Preseritatlbris,_ wbrkshopsi or exhibits at professional 
meetings br bther groups scheduled for the future. Give 
dates and Ibcatlons of_ where the activity will take place 
and whether ybu are willing to distribute materials from 
other clearlrighbuses. Also^ Indicate where the materials 
should be shipped arid to whom. 

F. Current "Cutting - jdge" Topics 

List current tbplcs br subjects which are receiving 
special attentlbri within tha clearinghouse scope area(s). 



Section Outline 



PAGE 



Vii. GUiDEtlNES FOR SITE VISITS TO ERIC 
etEARINGHOUSES 

A. Introduction Vii-3 

B. Preparation for Site Visit by 
Clearinghouse Vii-3 

C. Conduct of the Site Visit Vii-9 

D. Post Site Visit Actions Vii-10 
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VII. GUIDELINES FOR SITE VISITS TO ERI€ CLEARINGHOUSES 



A. Introduction 

1. Purpose af-S4^e^ Vlsl^ 

Clearinghouse site visits, generally made by the relevant 
Central ERIC (CERIC) project monitor, are Intended to: 

• provide ERIC staff with a regular opportunity to become 
Informed about the details of clearinghouse operations and 
to becbmie acquainted with clearinghouse staff members; 

• support a process of periodic self-review and evaluation 
by the clearlnghbuise staff of their own operation; and 

• provide for a regular examination of clearinghouse performance 
with respect to Its contractual obligations. 

2. Scheduling of Site Visit 

Site visits will normally be scheduled once a year, 
preferably six tnonths prior to the expiration date of each 
annual contract funding period. 



B • Prgpgrgtton for Sltg ^ l^'f^ by Cl^grlnghougg 
1. Staff Involvement 



The site visit Provides an opportunity for the entire 

staff of the clearinghouse to become involved in a review 

°f their current activities and performance. ?^_PF?P?^??^95» _ 

it is recommended that the forthcoming site visit be discussed 
at general staff meetings and that plans be developed for a 
division of labor in the preparation of the various aspects 
of the site visit program. 

2. Preparation of Site Visit Revie^ Form 

The Site Visit Review Fora(Fi Vli-i) will serve as 
the basis of discussion during the site visit. The form 
serves as a self -evaluation tool for clearinghouse staff and 
as a guide for ERIC staff in performing the site visit^ Its 
use is intended to reduce the amount of time and preparation 
necessary for the visit. It should serve as an exception 
report and should highligLt those areas /operations which 
have changed significantly from those originally proposed for 
the contract year in question. Comprehensive backup material 
or narrative is not required, but may be provided to clarify 
a response or further explain a problem area. 

The secor.d column on the form ("Documentation") should 
be used to describe briefly the level of effort being 
devoted to an activity; the next column should explain any 
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deviatibri. from original projects; and the last coiuin should 
indicate how pbtiehtial prbblemis will be addressed or how 
successful experience can be shared of capitalized upon; 

Personnel responsible fbr each aspect of the program to 
be addressed at the site visit shbuld complete the appropriate 
sectibn(s5 of the Site Visit Review Form. 

3. Agenda for the Site Visit 

An agenda and the completed Site Visit Review Form should 
be forwarded to CERIC one week before the site visit is scheduled, 

The format of the Site Visit Review Form may serve as the 
basis of the agenda for the visit. Modifications will occur, 
of course, given__the particular needs and interests of each 
clearinghouse. _ The site visit may open with remarks by the 
clearinghouse Director and the CERIC monitor. 

C. Conduct of the Site Visit 

1. X^g4&t4c^ 

It is rccdramehded that during the site visits a general 
meeting be held of the entire cl :ringhpuse staff, including 
secretaries arid part-time personnel. This session can provide 
ari bppdrturiity fbr the CERIC project monitor to share information 
about recent system-wide deyelbpTnerits and future possibilities. 
Subsequeritly , there should be a review of the agenda or sub-group 
discussions, so that individual staff can adjust their plans 
to be presiBrit bv not, as seems appropriate. 

2. Verification o f— Cl^aringhbuse Program as Reported 

The project mbriitbrs will examine the clearinghouse 

program, as reported in the site visit report ^ in some 
combination of the fbllbwirig ways: 

m continuing in general session, with the person in charge 
of a particular aspect of the program briefly pointing 
out tne highlights, and the monitor probing for 
clarificatibris arid further infbrmation and exploring 
issues or prbblems; 

• breaking iritb a sequerice bf sub-group meetings ^ with the 
site visitbr(s) meetirig separately with those staff members 
primarily concerried with particular. aspects of the clearing- 
house program, tb disbuss the details of these aspects 

• actually moving to various physical Ibcatibris iri the 
clearinghouse where the program is carried on, sb that a 
first-hand view of facilities , working cbnditibns, and staff 
operations can be obtained. 



ERIC Clearinghouse Site Visit review Form 

NiiM 6i Clear! nghbuM: CbnpleCed By: 

Date: - 

A. MqwUMoni and StZEctton 

Die cteirlnghouaa hea eaubllthed a formal acqultiiEidntt and selection, program which Identiftea and acqulrea a 
aubetanclal percaatage.ilf docunenta available within ehe icOpe areaCs), and screeha them iii accordance wi£h 
apeeified qualitative criteria. 



CHECKLIST - — 


DOCUMENTATION 


PROBLEMS/COM^fENTS 


SUGGESTIONS FOR IMPROVEMENT 


1. Haintaina an adaqtiata 

acquiaitiona network/ 
arrangemente 

2« Strives for appropriate 
balance among acbpe araae 

~- T»r-j - T tT- 

3* uaas specified eexectlon 

criteria 

a. RIB 

b. CIJE 

A. Haintsine quality control 

a. RIB 

b . CIJE 

5. Dbciineht rejection rate 











ERIC CLEARINGHOUSE SITE VISIT REVIEW FORM 


PACE 








The clearinghouse enters documents into the ERIC system promptly and systematically* following guidelines 
contained in the ERIC Processing-Maauajr. 


CliF^Kt.tST 


nOClIHENTATTON 


PROBLEMS /COMMFJtTS 


SUGGF^TIONS FOR IMPROVF>IFNT 


1. Provides for duplicate 
cbecklhg 








2. Indexes documehta/ 
articles 








3. Keeps. track of backlog of 
documents to be processed 








4. Submits appropriate 
quantity of documents 








5* Maintains cost figures 
for processing documents 








6. Achieves appropriate 
turnaround time 








a. RIE 








b. CIJE 









o 
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ERIC CLEARINGHOUSE SITE VISIT REVIEW FORM 



PACE 



The clearinghouse regularly revieva the appropriatenesci of current thesaurua Deacrlptors and Identifiers t and 
sut^ esttt nev terms relevant to the scope of the clearinghouse. 



CHECKLIST -. 


DOCUMEtrrAT ION 


PROBLEMS /COMMENTS 


SUGGESTIONS FOR IMPROVEMENT 


1. Regularly reviews exlatlng 
Descrlptors/Xdentifiera 

2. Initiates new 
bescriptors/ldentlf lera, 
as appropriate 









eric: (;i.i:ariw:iiousk sitr visit rkvikw form page 

Hie _ clear Injs^house responds to . Informnt ion requests and provides workshops within the scope of the clearinghouse. 
Instruction in how to use ERiC is provided. 














SwGGESTIONS FOR IMPROVEMENT 


1. pev^iops procedures for 
handling information 
requests 

2. Tracks education trends 
from information requests 

3. Pro(fuces brochures* 
pamphlets* btbltbgraphies, 
and form letters for use In 
ques t ibn-ahswerihg 

A. Establishes and iaa in Ealns 
linkages with other. State 
or reRionsl information 
dissemination agencies 

5. Fosters outreach act^.vttles 
(thraitT^h workshops* news-* 
letters, etc. 

6. Conducts training workshops 

7. Provides computer search 
services 

B. Screens computer searches 

9. Maintains cost data for 
responses 
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ERIC CLEARIHGIIOUSB SITE VISIT REVIEW FORM PACE 

E. tMU&on uUth pKDlMAJOnaZ oKgaiUzcutconA 

The clMringhbuMe Has •stibiished » and cohtinuslly maintaiiiHt ubrkihg reliiitibhtthlptt wich the prbfea^lonal 
organ icitibn(8) relevant tb Ita tic ope ^ 


CHECKLIST 


DOCUMENTATION 


PROBLEMS /commits 


SUGGESTIONS FOR IMPROVEMENT 


1. drieea.coluana end 
artlclei for profeaalonal 
joumala 

2. Prpducea lnfprn«_tion 
analyala product a 
developed In 
collaboration vlth 
profeaalonal 
organliatlona 

3. Ihvblvia profaiilbiial 
brgariizitloQi -in 
auggeaClhg Ihfotliatlon 
anilyali-ptroducts. and 
authora.aDdln the 
review proreaa 

4. Attenda and /or displays 
at major profeaalonal 
conferences 

5. Holda a tiff mesiberahlp In 
relevant prbfeBalbiia] 
tirtuiiilxiit I»ns 









ERIC CLEARINGHOUSE SITE VISIT REVIEW FORM 



PAGE 



the clearinghouse haa a planned prograai for information anaiysis products, based upon systematic evidence of 
practitioners* needs. Ttio resulting publ icbtlbns uro of hlKlt <itjalicy and rvuHonuiilu cost. 



CHECKLIST 



DOCUMENTATION 



PROBLEMS/COMMENTS 



SUGGESTIONS FOR IMPROVEMENT 



!• Has developed. a plan for 
loformatlon_ ana lysis 
product development 

2. Selects competent authora 

3. Maintains an effective 
review proceaa 

A. ^aluetea all products 
prior tb publication 

5. Haa designed a . . 

comprehensive. printing 
plan for publications 

6. Haa eatab|.lahed_ joint 

publication arrangementa 



7. 



Haa developed a marketing/ 
dissemination program 



ERIC 
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ERIC CLEARINGHOUSE SITE VISIT REVIEW FORM 




PAGE 


G. CtiaAinshoaie AdminO^tAxUlon 








The clearinghouse is administered efficiently and competently* 






-GHEQCil^T 


- -DOCUMENTATION 


PROBLEMS /COMMENTS 


SUGGESTIONS FOR IMPROVEMENT 


I. Has developed good budget 
oahagement procedures 








2. Has ah.effecElve 
reporting process 








3. Practices effective 

administrative/ 

managenent procedures 








A. Has established an 

effective Advlsorv Board t 
repressntatlvft of its 
scope srea(«) and of 

minority populations 








S* Contributes to 

ayateraulde projects 








6. Can.docuff.ent 

Institutional support 









ERtC Ci.EARtNGHOUSE SITE VISIT REVIEW FORM PAGE 

H. P€/uome,t 

The staff Is of adequate In size and competence to pcrTorm the Tunctlons required by the program of the 
clearinghouse. 



CltCCkLIST 


— POCUMEhrrATlbN 


PROBLEMS /COMMENTS 


SUGGESTIONS FOR IMPROVEMENT 


1. Has a professional staff 
with expertise and 
national visibility in 
scope areas 

2. Has technical pefsohheX 
skilled in. such functions 

as acquisitions^ 

Indexing, and cataloging 

3. Ensures that all personnel 
undemtnnd their asnlgnments. 
the mission and functions 

of thb clearinghouse, and 
the overall ERIC program 

Is concerned about the 
morale of the staff 

5. Balances the size of the 
staff to the mliilbh and 
program 
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ERIC CLEARINGHOUSE SltZ VtSit REVIEW FORK PAGE 

I. rimicat FaccCctttS 

The cleirlhghouse has aaequace physical facillcies for accbmpXlsHlhg its mission. 


CHECKLIST 








DOCUMENTATION 


P ROBLEHS /COMMENTS 


SUGGESTIONS FOR IMPROVEMENT 


1. Has adequate work space 

2. Has a physical IdenClCy 
separnce from parent 
orRnnixritinn 

3. Provides reading space* 
reference space, and basic 
reference Eools 

A. Maintains a compleEe ERIC 

microfiche and reference tool 
collection (that Is accessible 
to users) 

5* H§B_nlcrof lche_ylewlng/ 
printing equipment 

6. ilns document and microfiche 
reproduction equipment 

7» Hn» n display nrcn (for 
Information annlyslH 
piiblicatlbnii and other ERIC~ 
related products) 

8. Furnishes adequate office 
eqiilpineht (file cabinets • 
telephones > . typewriters > 
FTS, dlcEaClhg equipment* 
etc.) 

9. Has computer capability 
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3i blscassloa of- 



.4:^rnatives 



¥^^i®_?^™?_?|}9yi4 ^® provided withiti each topic area 

listed on the agenda for raising special problems, expidririg 
alternatives, and making recommendations, there may be some 

which should be exploried, either on the 
initiative of the project monitor or by the clearinghouse 
staff. These may call for a reconvening of the total staff. 

4. Joint Recommendations for Ifflprovemen^ 

Throughout the day, it is likely that decisions will be made 
and recommended new courses of action identified. These 
should be carefully recorded. If the visit is conducted 
largely through a continuing general session with the staff, 
such recommendations can be listed as they are agreed upon, on 
a sheet of newsprint (or chalkboard) so they tnay he visible 
to all, and available for review. If recdmmendatidns evdlve frdiii 
smaller group sessions or individual conferences, these shduld 
be gathered together into a master list. 

At the conclusion of the site visit, a final general session 

which the list of recdinineridatibhs and action 
agreements is reviewed and clarified. It is very likely that 
some recommendations will call for clearinghouse action or follow- 
up by Central ERIC. When possible, the person responsible for 
foiiow-up should be designated. 

D. Post 5ite Visit Actions 

1 . Site Visitor (s)* Feedback td the ciearinghousie 

Subsequent td the site visit? the visiting CERIC staff 
will fdrward td the clearinghouse Directdr a letter cdverihg 
react idns dr cbraiheriLs. 

2. Clearinghoi^se Staff Review of Recommeridatibhs ; Planning fdr Action 

At a staff meeting subsequent to the site visit, the 
clearinghduse staff may wish td review the set of recbmrrieridatidhs 
arrived at during the site visit, and to discuss in greater, 
detail what f dlldw-up actidri is needed and who is resp)brisible 
fdr initiating it. The Annual Review Session will be 
scheduled with CERIC three to fdur ihdriths after the site 
visit arid at least 75 da3'^s prior to the end of the funding 
period. At this sessidri, the Director should be prepared 
to report dn actidtis that have been taken to iiriplemc n ^ 
recdmmendatidns agreed updri during the site vi^^^t. 
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A . Ihtrbdiictibh 

B . Prfcf7eht_a tibri of the Review 

C. Review Material 
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VIII. GUIDELINES FOR ANNUAL REVIEWS 



A. Introdtictioh 



The annual clearinghouse review session is an important eiement 
of the ERIC Prograih Planning Budget Cycle. These annual reviews 
are held at the National Institute of Education approximately 
three (3) iribriths in advance of the clearinghouse funding anniversary 
date. The purposes of the review session are: 

• to provide staff at Central ERIC (CERIC) ^ and associated NIE 
programs, ah opportunity, to gain ah insight into the overall 
dperatibn of each ERIC clearinghouse ^ and 

• to provide an opportunity to review plans for the upcoming; 
funding year. 

B. Presentation of - the Review 

Presentation of the review is to be made by the clearinghouse 

Director. The Director may be accbmpahied by the associate or 
assistant director. The participants at the review session will 
consist of CERIC prbfessibnal staff and subject expert guests from 
other offices in the Natibhal Institute bf Education ^ the Department 
of Education, or other Federal asehcies. From time to time, 
guests may also be invited frbm outside the Federal establishment, 
i^e., from related professional organizations ^ educational 
institutions, practitioner grbtips, etc. 

C. Review Material 

^fie annual review document is the single ihbst important report 

covering the clearinghouse's activity and bperatioh. It should be 
written as a free-standing dbctimerit arid should riot depend upon or 

ot^^^ documents (such as the origirial proposal 
or site visit material) . The aririual review docuinent is available 
to the NiE Contracts and Grants Office, NIE staff* arid other Interested 
persons; 

A complete collection of all data tb be preserited atthe 
review session must be forwarded in advarice tb the Central ERIC 
clearinghouse monitor. Ten (10) cbpies of the review materials 
must be mailed in sufficient time tb arrive at CERIC at least five 
(5) working days before the review date. 

Following the^ suggested format in Figure VIII-l* the review 
material to be forwarded should include, but rieed riot necessc^rlly 
be limited to, the following: 
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IX. 



CdnpuCer Search Services 



TABLE OF CONTENTS 



,1st of Tables 
ist of Exhibits 
icecutive Summar}' 

umoary of Work Accboiplished aiid Planned* 

nalysls of Scope of Interest and Qlerglng Trends and Issues 

cqulsltlons 

• Acgulsltlgns Procedures*. _ 

' Cgntact.wlth Others _ln_ the. Field 

. Acquisitions Arrangements wlth^ Organizations 
. Maintaining Contact with Contributors 

. Rate of iUsqulsltlons* 

. Trends In Document Sources* 

siectlon 

. Selection for RtE: Procedures, Criteria, and Scope* 
; Rejection Rate- 
. Quality Control 

. Balance Among Scope Areas* - . _ 

. Putting Docwehts into RIE at Level I» II» and III* 

[E InpuE* 

Processing, Procedures* 

Indexlng_and_Ab8tractlng 
' Backlog of Documents 
' Transmission Hode 

irrent Index to Journals la EducaClon (CIJE) Input* 

Journal Coverage and Selection Criteria* 
Processing Procedures 
Turnaround Time 

er Services 

Assessing User Needs 
Answering Inforoatlon Requests* 
Developing User Service PrbducCs. 
Linkages with Professional OrgahizaCibns* 
Conducting User Workshops* 



!• Procedures for Handling Cotnjjuter Search Services 
2. Number md Type of Requests* 



X. Publications 



^ • 1 983 publ lea tion jlanning Shee 1 8* 

2. Product Development and Review 

3. Promotion/Marketing and Dissemiaation* 
V. Published Reviews 

5^ Reprint Permissions 



XI. Clearinghouse Haaagement 



1. Personnel Administration* 

2. BtidgeC HahageaenC _ __ . _ 

3' InsCitutlooal Support for Clearinghouse - 

4. .He_e.tliig8»..Travel, and Relaced AcciviticB* 

5. Computer Resource : 

XII. System Maintenance a i Improvement 

1. Vocabulary Review 

2. Initiation of New Descriptors 

3. Other Special Projects 

xm: Staff training 

I. training of Current Staff 
2: Training of New Staff 

XIV. Advisory Board 

1. Compbaitibn* _ _ _ 

. (oame^ complete address t constituency representation) 

2. Role of the Advisory. Board - 

3. Clearinghouse-Board Interacclbiis 



XV. Special Projects 

XVI. Revolving Fund 

XVII. Facilities 

XVilt. Performance Category Budget* 

************************************ 

These Items require supporting statistical data, See Figures VIII-ZhS for 
suggested formats for selected fijares, charts, and graphs at the end of 
Chls chapter or In other sectlorii of this manual. Each year of the current 
contract shbuld be reflected In these graphic representations. 
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ANNUAL REVIEW DOCUMENT—SUGGESTED OUTLINE 



ERIC 



1. Stimmary of Work Accbihpllshed 



In general^ the_ report _ should include a detailed summary 
coyeririg work accomplished during the funding year, (See. Figure 
VIII-2 for sample, table_ that might accbmpariy summary •) The summary 
should, specif ically spell put how the_ clearinghouse has succeeded 
or failed in meeting the objectives which it_ set for itself in the 
funding proposal. (Since the year will riot have expired at the 
time of the review, appropriate prpjectibris for work yet to be 
accomplished will have to be made.) 

Explariatibris are required in those iristarices where goals have 
ribt beeri metv The summary should address itself tb the items_ 
butliried in the cbritract techriical prbposal (or iri iricreiherital 
ftiridirig updates), 

s tatistical Data (See jlgure Vlil-3 fbr Sample) 

Supporting statistical data are tb be provided with the 
sutnmary, along with appropriate graphs, charts, atid pictorials. 
The suppdrtirig data are to be tabulated bri an annual basis 
(projected to cover a full year) , with data for each funding year 
covered encdtnpassing the major reporting categories iri the 
clearinghouse Semiannual Reports, Major categories iricltide: 

• Acguisitibris 

• RIE arid CUE input 

• Otiestibri-ariswering activities 

• Types of requests 

• Breakdown of types of users 



If the clearinghouse has a responsibility for covering several 
major subject fields (such as CE has for mdnitoring adult, career, 
and vocational education) it is highly desirable that the 
statistics contain a breakdown reflecting results in each of the 
separate major subject fields of coverage. 

3. Pxtbllca t l ons Pl a nning S heet 



Publications Planning Sheets (see Figure V-2) must be 
P?"?Y^^^^_?°Y?^^"8 each of the major clearinghouse ptiblicatibris 
contracted for during the funding period. Each sheet must indicate 
the original title (and any later titles substituted thereafter), 

?r_°^_^9"^P^^^^°^ time of the review, arid the 

anticipated dates of completion and manuscript delivery. If, 
fp^" ^?y_???^9?i products have had to be cancelled without ari 

appropriate approved substitution, an accduriting must be made of 

obligated funds, A summary chart depicting the 
current status of each major project should be iricluded (see 
Figure Viii-4) . 

4 . Other Cieartnghao 



The narrative should also include a summary of all other 

clearinghouse activities during the furidirig year, i.e, , wbrkshbps 
conducted i linkages with prof essibrial brgariizat Ions , .columns 
published in professional jburnals (see Figure VIII-5(A-B)i etc. 



EKLC 
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PROPOSED 


ACCOMPLISHED 
i dQ/1_Q1 




PROPOSED 


ACCOMPtlSHED 
1981-82 


Database Building 












Acquisiriona 


3,800 


4,ii8 




3, SOD 


3 ,791 


Selection 


3,800 


4. 118 




3,800 


3,791 


HIE 


1,800 


1 ,796 




1.620 


1,620 


CIJE 


2,100 


2,235 




1 ,890 


1 ,890 


User Services 












Journal Articles 


45 


45 




40 


40 


Journal Columns 


0 


0 




I 


1 


Brochures 


1 


1 




d 


0 


Newsletters 


53 


46 




46 


46 


Mtnlbibs 


10 


10 




8 


8 


ERI€ Bigest^ 


7 


7 




6 


6 


Que S t lon-Ans ver Ing 


4,000 


3,382 




4,000 


3,800 


Major Clearinghouse 
Publications 












Information Analysis 
Products 




4 




3 


4 


Other Major Products 


8 


8 




7 






Should be projected to cover the enclre funding year. 



SUmftRY OF WORK PLANNED AND ACeOMPLiSHED (SAMPLE) 



FIGURE VI I 1-2 



FIGURE I 
SOURCES. OF DOCUMENTS 
t98Q - 1982 




D n 



■ SOLICITED- 

0 TRSNSFERRED IN 

□ UNSOtlCITED 



1S8Q < 1881 1 1882 
N^2SS7 N^2486 



_ _ FIGURE S_ 

RIE SELECTION SUWARY DATA 
1982 - 198c 




■ RETAINED 

(2 transferre:^ 

P REJECTED 



1868 * j88l * 1862 
N-2Si5 N-23a4 N-2423 



STATISTICAL DATA (SAMPLE) 
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FIGURE VIII-3 
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ERIC COUNSELING AND PERSONNEL SERVICES CLEARINGHOUSE 














INFORMATION ANALYSIS PRODUCTS 




















1983 Summory Sheet 
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I ftV/-:l tl II A i J n 

1. "voUl" Guldonce Program 

kit 


V 
A 


A 


X 


V 




V 
A 




- 






X 








ond Fomily Theroplsts 


X 


X 


X 


X 


X 


X 


X 




X 


X 


X 


X 


X 




3. Counseling Youth for 
E(Dpio)^abliityi Unleashing 
the Potential 


X 


X 


X 
























i Ftiniine at the Feqst: 
A Theraoist's Guide te 
Working With the Eating 
Disordered 


X 


X 


X 
























S. Shaping Cooflselor-Educdtlon 
Programs ("EPCOTPopers") 


X 


X 


X 


X 


X 


X 


X 








X 


X 






i Needs Assessment (21+) 


X 




X 


X 


X 












X 








7- We will substitute one of the 
updates/revisions. 






























Source; ERIC/CG 
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Other Clearimuse ftcTiviTiES: 
Linkages with pReFEssiewAb Organizations 



(SAMPLE) 





Stsff 

PARTlClWfflON 
JR 

Conferences 
andOiher 

fteftNGS- 


Specijl 

flRODDCTS 

Prepare 

FOR 

Meetings 


BiSTfilBlJTlfN 
QF-i/A 

Prqdocisto 


teoQisinoK 

jinwrnjcixni 


l\fc¥lEff UP -- 

Clearinghouse 

f1«N0SCRIPTS 


Q-EARIIWIUSE 
ifWJNLtftNlS/ 

toS-IN- 

JOWfALS-OF 
Jcuci rrrcDc 


JOURfiAl 
PliJCATION 


QuERV 
KcFERRAL 


AcaHemic Seiiate ioi California 
Conouiiity Colleges 


)0( 






XX 








XX 


%ericah liaBOciatlon for 
Higher Education 


n 












XX 




*Afflcrlcan_A8soclatlon of CQHunuriity 
and Junior Collegea (AACJC) 


J0( 






)0( 


U 


»( 


XX 


XX 


AACJC American Aayociation of youeti 
In CciBounlty and Junior CoIlegeB 
















XX 


*AACJC Consortium on Sioail/Rural 
CoaQunlty Collegeii 


















''AACJC Council for Occupational 
Education 






»( 










*AAC]C Council of Universities 
aiid CoUegeii 


)« 


n 












XX 


AACJC Council on Black 
Alierlcan Affairs 
















AACJC Council on Coiiaiunlty 
Relations 










XX 
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$ Source: ERIC/JC 



JOURNAL 


eai.«mi- - 


NUMBER 

PER 
YEAR 


CIRCUtATION 


Exoepiumal Children 




"CEC eric's Newsfronc" 


6 


75,000 


TEACHING Exceptional 
Children 


"The Teacher's ERIC" 


3 


70,000 


Behavioral DiBordera 


"V±ews_and Reviews from 
CEC/ERIC" 


4 


J » JU'J 


Viacp^atique 


"ERIC Update" 


4 


1 iOOO 


CASE Neweletter 


"ERIC Showcase" 


2 


KODO 


DVH Newsletter 


"ERIC" 


2 


500 


Journal of the Ecbioation 
of the Gifted 


"ERIC Highlights" 


2 


4 /obb 











OTHER eLEMlNGHOUSE ACTIVITIES: 

ERie eOLUMNS PUBLISHED IN PROFESSIONAL JOURNALS 
(Si^PLE) 
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FIGURE VIII-5CB) 



5. 



Performance Category Budget 



A Perfbrmarice Category Budget_(PCB5 should be furnished (as 
the last page of the narrative). The PCB .should indicate in 
its first cbluihri (Funding Year_Prbpbsed3i the same figures which 
were shown in cblumn 3 bf the PCB for the current contract under 
which the clear ihghbuse is operating. Under Column 2, tigures 
should be provided projecting estimates as to the amount of funds 
which will actually be spent at the completion of the funding 
year (see Figure IX-1) . 

In those categbfies where it is appropriate^ projections 
should be made as to the numbers bf units (items) which will have 
been prdcesf^-d at the cbmpletibh bf the funding year. 

6. Incremental Fundin g Request 

A draft copy bf the upcbmlhg yearns incremental funding 
requests (without any cost estimates) should be included. (See 
"incremental Funding Request," Section IX of this Manual for 
format.) All products planned fbr the upcoming year must be 
identified in detail, as described in the above-cited reference. 

If all years of a clear inghbuse cbhtract will be_ completed 
by the end of the upcbming year, this requirement will* of 
course, be waived. 

7. Pabii cation Sampl e s 

Satav^ies of completed publicatibris (newsletters * brochures * 

major pv Oicat ions, etc.) shbuld be available at thei review 
for display. 
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Section Outline 

PAGE 



IX. INCREMENTAL FUNDING REQUESTS 



A. Introduction IX-3 

B. Requirements for Submission IX-3 

C. Format of Request IX- j 

D. Business (tine Item) Budget IX-4 

E. Performance Category Budget iX-5 
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A; Introc 



An Incremental Funding Request is required for yearis two arid 
three of all clearinghouse contracts. It is on the basis of this 
request, and the information provided therein that operatirig furids 
are allocated for the continued operation of the clearinghouse. 

The National Institute of Education (NIE) Contracts and Grants 
Office requires than Incremental Funding Requests be received in 
that office not la;:cr than nine (9) weeks prior to the expiration 
date of the funding neribd involved. However ^ in order for Central 
ERIC (CERIC) to properly mari^^g-j the allbcatibn of its funds^ it is 
necessary that draft copies of the Incremental Funding Request prid 
tentative budget- b - ava?!. ble for discussion at the annua;! clearing- 
house review sessic\. which is held approximately throe H; months 
prior to the contr: t enniversary date. Copies ot* the ' equest should^ 
therefore, be incoiri v^ated into the reviev material forwarded to 
CERie ten (id) worU.iig days in advance of the sc' ^duled revie'r session. 
(Section VIII, "Guidelines for A:?.nual Reviex^?. ■> 

G. Format of Reqxiest. 

^_?"^-^®™^"^?l^^unding Request for the continuation of an ERIC 

clearinghouse contract consists of the following elements: 



• a technical proposal update and a cost proposal update 
(including a line item budget) 

• a Performance Category Budget (PCB) 

• a Contract Pricing Proposal (better known as an 
Optional Form 60 (OF-60)) 



1 . Technical Proposal Update 

The technical proposal update should include a d^-scription 
of all work planned for the funding period in question and 
should discuss any anticipated changes from the original proposal. 
The update document should address itself in the narrative 
section specifically to the following items: 

• Level of effort or target figures for ail clearinghouse 
operations for the upcoming year (e.g., acqutoitions ; database 
building! user services; system maintenance; and clearinghouse 
products) . 

• Titles and descriptions of all proposed clearinghouse prodi^:!ts 
(both major products and user services products); all work:rhops 
and c pnferences to be attended; and all special outreach 
activities. 
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• Staff time allpcatibh chart listing all clearinghouse 
personnel* positibhs occupied * and percentage of effort in 
terms of full-time^equivalerits (FTE's). (Separate percentage 
designations should be made for those portions that are 
federally-funded, and any personnel time that inight be 
contributed to the contract by the host iristitutibri) . 

• Cbmplete names and addresses of all Advisory Board members; 

m Any bther changes from the briginal proposal (e.g., changes 
injburnal coverage; new staff vitae; facility/space 
allocations; ihstitutibhal support; special projects; etc.) 

9 Schedule of deliverables 

D. Business (Line Item) Budget 

The f bllowihg f bnhat is to be used in preparing line item 
breakdowns for budget submissions: 

1 . Staff Persbhhel 

List each person oh the clearinghouse staff by furictlbri and 
indicate individual salaries. Persbh-years of effbrt shbiild be 
indicated fbr each monetary sum listed. Total FTE's should 
be shbwh . 

2. Fringe Benefits 



Identify specifically such items as retirerr,'. nt , FICA, 
insurance, uriemplbyment insurance, cbmpierisatibri jnsurarice , ietc. 

3. Cbhsultaht, Advisbry, Author Coimnissiori and Review ^ees 

Break but separate costs fbr: consultants' fees, 
Advisbry Bbards, comihissibried authbrs , review panels, etc. 

4. Travel 

Identify trips planned, number of pebple traveling , and 
cost bf each trip. Identify by furictibn where specif ic dates 
and/or locations have nbt been definitely established. 

5. Supplies 

Include such items as gieneral bffice supplies, books, 
journal subscriptions, photocopy supplies, etc. 



Includes postage, telephone, and telegraph charges. 



7 . Eq uipment Intended be Purch a sed During Contr a c t -Year 



Items costing over $200 each should be identified. 



S* Services 

.Printing costs, contract typing and editing , computer 
services, maintenance agreements, repair costs, etc. 

9. Indirect Costs 

Indicate indirect costs and basis on which these charges 
are calculated » 

10. Total Support Requested 

Provide a subtotal for each of the categories (1) through (8) ^ 
arid theri a total for direct costs. 

The Business Budget should also include a statement as to 
whether any of the year's furids will be unexpended at the erid of 
the furidirig year. An estimate of ariy ariticipated uriexperided funds 
mtiat be provided. 

E . Perf ormanca ^t^oiy Budget 

A I'erf brmaric* Category Budget (PCB) must be submitted with each 
IricreiLr-^ tr:I FUridirg Request. A sample of the PCB form provided 
in Figtiti XX-1. The data iri the various cblumris riecessarily has 
to be collected duririg the progress of the funded year. Identification 
of the various categories arid the iristrtictidris for cdtnpletibri of 
the eri tries are included iri Sectibri IX. 

Three (3) separate columns bf figures are required. Each set 
is tb cbritairi a breakout, where applicable, fbr: 

• Number of items 

• Dc ^ lar Ambtirits 

• Uriit Costs 

The first column should indicate, line item-by-line item, the 
figures which were prbjected as estimates bri the prev4ous 
year's PCB (which was submitted with the clearirighbtise's final 
budget reriewal prbpbsal. Iri al 4 ^:!ases^— the -dollar t<)tarl of this 



4ur4. ng the c urre nt year . The secbrid cbltimri bf figures shbuld 
reflect the actual expenditures during the currerit furidirig year, 
(plus projections made to cover the tnbriths retnairiirig iri the currerit 
funding year). The dollar total coluinn shbuld equal the actual 
amount anticipated tb be experided by the cbmpletibri bf the furidirig 
year. The third column shbuld prbvide the best estimate bf cbsts 
for each categorical item duririg the upcbmirig furidirig year. The 
dollar total of this columri should equal the tbtal furids (direct 
and indirect) requested for the next furidirig year, as reflected 
in the Business Budget (Line Item Budget). 



iX-5 
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PERFORMSNCE CATEGORY BUDGET (PeB) 
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1. Indirect Co\^ts (Overhead j , Eihplbyee Benefits j and Other Costs 



_ Indirect costs must be distributed through each category 
in the PCB in the same mariner iri which they are determined i 
For example i if_ iridirect costs aris based on salaries and wages, 
then they must be_ allocated withiri each category according to 
the ratio of total salaries allocated to that category^ However i 
when overhead is based on total contract direct costs. It will 
be prorated proportionately. Employee benefit costs will be 
allocated within, each category accordirig to total salaries 
allocated to each, category. Supplies, coSunicatlons , and 
equipment costs that cannot be allocated directly to sections 
within the PCB should be allocated to the "Clearirighoase 
Management" category. 

2. Database Building 

This general category is coricerhed with clearirighouse 
activities related to building the ERIC database. The category 
includes four_kirids of activities : (1) Acquisitions, as 
related to RIE input; (2) Selection/Rejection , as related to 
RIE input; (3) Resources in Education input functioris; arid (4) 
Curfeilt ^ndex to Journals in Education input functions, includirig 
CUE acquisitions and selection « 

a. Acquisitions (RIE) 

All RIE document solicitatibri efforts. All costs 
associated with efforts at acquiring docuraerits for input 
into the system should be charged to this category. This 
is to include all costs, regardless of whether the document 
is ultimately selected. Typical items for inclusiori are: 

9 correspondence efforts * i.e. * postage^ personnel time, 
materials, etc. (Include time spent on the telephorie 
requejjtirig dbcuihehts.) 

• costs of dbcuihehts (if purchased) • 

• subscriptibris to journals arid newsletters whose primary 
use is fbr acquisitibris (do riot include subscriptiori 
costs for journals processed into CUE). 

• time involved in filling but the Acquisitions Data Report 
for submissibri tb the ERIC Facilitye 

9 logging acquired documents fbr iri-hbuse control purposes ♦ 

9 costs of reference books, directories ^ acquisition of 
mailing lists, etc. 

("Number of items" refers tb tbtal number of documents 
acquired during reporting peribd.) 
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The prdciBss of accepting or rejecting, a dbcuirierit fdr_ 
inclusion in the ERIC database. The PCB should reflect all 
costs associated with: 

• |3ersonncl titnc devoted to scanning and selecting 

docutnents. Include time spent in screening re3ects arid 
transfers, arid that sperit iri duplicate checking. 



• titiie involved iri the trarisfer of documents j including 
postage and record keepirig. 

• the process of securirig copyright releases, more 
legible copies, etc. 



("Number of items" refers to the total riuihber of documents 
examined in the screening process. Note : This figure 
should coincide with that shown for Acquisitioris^^see 
preceding instructions iri Ha. above.) 

c. Resources in Education -(RIE) Input 

The process of prepairirig a dbcuirierit for submission to 
the ERiC Facility for entry iritb the system. Experises 
should b& reported from the time the dbcuirierit is selected. _ 
until it is physically mailed. Costs tb be reported should 
include: 

• J^ssociated with descriptive catalogirig* 
abstracting, and indexirig. 

• document error checking. 

• ail clerical effort arid/br iriciderital experises related 
to input, e.g. , preparatibri bf accessibri log sheets ^ 
packing, and shipping of dbcuirierit s. 

• firi3l_ substantive resuihe review (e.g.j possibility 
of inappropriate index terms , uriclear seriterices ^ 
insensitive wording, etc.) 

• liaison with ERIC support contractors relative tb 
specific input problems. 

• internal records maintenance. 

("Number of items" refers to tbtal number bf documents 
submitted for inclusion in RIE.) 



The process of acquiring journals, selecting articles, 
and processing same for input into the ERIC syistetn. Costs 
reported in the PCB should include: 

• all journal procurement actions, subscriptidn costs and 
followap actions^ (Does not include costs of journals 
used for acquisition purposes onlyO 

• to accessioning, selectidn, indexing, 
and annotating, including reading of articles. 

• proofreading, corrections, etc. 

• all clerical effort and expenses associated with input, 
e-g^, preparation of log sheets, packing, arid mailing 
of resumes. 

• internal records maintenance; 

• final substantive resume review. 

• liaison with ERiC Facility relative to specific iriput 
problems. 

("Number of items" refers to total number of articles 
submitted for inclusion in CUE) 

3. User Services 

This general category includes all clearirighbuse activities 
associated with providing services to users of the ERIC system. 
The category includes three kinds of activities: 

• preparation of User. Ser^ ^-^ ces^ Products 

• Quest ian-Ahswering for c saringhbuse clierits 

• conduct of User J^orkshops^ 

All publicity and public relatidris costs (formerly a separate 
line item) should be distributed to the most appropriate 
User Services category. 

a. User Servi <^e s Pioducto 

Those clearinghouse-initiated products that are mainly 
instructional in nature. The PCB should include all costs 
involved in the preparation of these products, such as: 

• product planning efforc 

• writing of material 

• art work and graphic design 

• manuscript typing 

• editing 
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• print ilig 

• distributidtl 

• p r omo t ion /iria r ke t iti g 

Examples of specific kinds of products t: lat shoaid be 
included in this category ere: 

• brpchures 

• piublicatipn lists 

~^ short bibliographies 
^•"fbrmatibn bulletins 

• journal columns 

• ERIC Digests 

b. Que s t ion- Ahswe r ihg 

All clearihghbuse efforts associated with written 
or telephonic responses to users" questions. ThfePCB 
should show all costs involved in planning for and 
answering users questions. Examples of such costs are: 

• staff plahhihg 

m staf f-cbridticted searches for information 
i preparing all respbrises 
i referrals tb bther sources 

• responses tb complaints 
1 typing and mailing costs 

i mairitehahce cbhtracts drl equipment used for question- 
answering 

• ihaihtehahce bf a user service area within the clearinghouse 
1 recbrd keeping 

("Number bf items" refers to number of questions answered 
during the reporting period.) 

It shbuld be ribted'that those questions which require 
a written respbrise , or sbine action on the part _ _ 

clearihghbuse, should be counted under Que l s t io a^^^ 3w ^^-lng . 
Included here wbtild be responses tising "of f-the-i5helf " 
materials, letters prepared tb answer clients ' specif ic 
questibhs, and placing sbmebhe *s name on the clearitighcti.'^j 
mailing list. This category also includes verbal res^vonses 
tb questibhs received via telephone (provided ad»iquate records 
are kept), and questions answered at exhibit booths and 
professibhal meetings. Questions originating at workshops 
are properly chargeable against the Work s hop ^ category. 
Hbwever, if the qtiestibns are of such a nature that foiiowc, 
actibh is required at the clearinghouse, then all such 
questibhs ahd answering time are properly classifiable under 
Questioa^Ahswari^g . The number of questions to be 
ahswered ih the cbhtract PCB is an estimate for each 
clearihghbuse based on past escperience. (It is not 
necessary that the final number of questions answered by 
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each clearinghouse at the end of its contract year correspdnd 
exactly with the number estimated ou the PCB at the dni?^T 
of the contract year; 

c. User Workshops 

Ml effort related to user workshops, presentatidns , 
or user training conducted locally, regionally, or 
nationally, involving multiple user audiences. The PCB 
should include here costs covering such items as: 

• ?????_P^?^^^^? workshops or training sessions 

• correspondence 

• staff and participant travel and per dietii (if applicable) 

• expendable materials 

• production cf workshop exhibit and handout materials 

• SP??®_^^^_?9"^^P™®5^ rental for workshop activities 

• special consultant honoraria, travel, and per diem 

• publicizing the workshop 

Major Clearinghouse Publications 

This general category includes ail activities associated 
with the preparation of major clearinghouse publications: 

• Information Analysis Products (lA''*s) , e.g., state-of-the-art 
reports, syntheses of knowledge i comprehensive reviews of 
pertinent literature^ and other substantive publications. 
Such products may be prepared inhouse, cotranissidned td an 
out-of-house author (or authors) ^ or prepared jointly by 
clearinghouse staff and outside authors » Xn fill cases • 
Information Analysis Products are subject to both internal 
and outside expert review. 

• Products, such as extensively 
annotated bibliographies drawing substantially on the 
ERIC database^ comprehensive resource directories, 

etc i 

All costs associated with the planning, cdnceptualizatibri , 
preparation^ review, production, distribution, and marketing 
of such publications, regardless of whether the products 
are prepared inhouse or out-of-house , should be inclucled in 
this category. The PCB should include all costs associated with: 

• staff planning and conceptualization related to the 
publications program 

r selectxon of and negotiation with prospective authors 

• liaison with professional organizations concerning products 

• screening of literature and/or ERIC searches 
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• manuscript preparation; including writing and typing o 
draft (s) BTid final products 



• editing 

• arranging for and conduct of manuscript review 

• pa3rtnent for artwork, graphic design, or layout 



• planning for printing and distribution 



• payment of honoraria (if any) and consultant fees 
(if any) to authors or outside consultants 

• printing and distribution/marketing costs of copies for 
individuals on the clearinghouse mandatory and preferred 
mailing lists 



Only major products are to be included in this category. 
Other products^ such as short bibliographies or journal columns^ 
should be included in the User Service Products category * 
unless other arrangements have been made with NIE. Costs of 
distribution of these majc?r products to users in response to 
individual requests should be accounted for under Quest ion- 
Answering » 

5. Administration 

This general category includes administrative activities 
of the clearinghouse dealing with the short- and iong-ter::- 
functioning of the clearinghouse and the overall ERIG system. 
There are four kinds of activities included under administration: 

• Clearinghouse Management 

• System Maintenance and Improvement 

• Staff Training 

• Advisory Board Activities 

a. Clearinghouse Management 

General supervisory activities pertaining to such 
items as personnel actions loug- and short-range planning, 
problem solving, report preparation, etc., that are not 
directly assignable to other Performance Category Budget 
areas. Within this category the PCB should include costs 
related to: 

• development i refinement, and review of selection 
criteria as applied to the clearinghouse scopo 
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• daily thanageiheht arid supervision (eigi, data collectiotii 
bookF"^epirigi record keeping , personnel action, etc:, 
that are riot directly related to other PCB areas. 

• general rieeds assessment planning and control activities 
related to overall clearinghouse operations. 

• liaisbri with sponsoring institution administrators 
arid others. 

• liaison with, gbverrimerit officials directly related to 
clearirighbuse managemerit. 

• compilation bf workload and performance category data; 

• preparation bf repbrts^ including semiannual reports, 
arid budgets. 

• site visit material preparation and involvement in 
site visit. 

• preparation for^ attendance at, and involvement in 

ERIC Directbrs* meetings, annual review sessions, special 
ERIC administrative meetings, arid riational and local 
meetings as clearirighbus^ representatives for primarily 
administrative purposes. 

• staff meetings. 

b. ^ys^m Mainteriarice arid Improvemerit 

All clearihghbuse i ivities which support and foster 
ERIC as an ihfbrmatibri ' ijtem. The PCB should include 
within this category cbsts related to: 

• preparation for, attendance at, and expenses incurred 
in cdhriectioh with ERIC Technical Meetings arid the ERIC 
Users* Meetings. 

• effort devoted to iriput of new thesaurus terms, including 
meetings of the Vocabulary Review Groups review of the 
vocabulary status repbrt * and preparation of the 
vocabulary develbpiherit forms. 

• liaison with the ERIC Facility and the ERIC Document 
Reproduction Service (EDRS) related to improvement and 
maintenance bf the system. 

• work with Central ERIC staff and other NiE staff 
(e.g., other grbups_within the Office of Dissemination 
and Imprdveihent of Practice) related to system 
improvement or relatibri bf the system to other NiE 
programs . 
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• work of clearinghouse staff on special cbinihittee 
assignments (e.g.. Technical Steering Cbinihittee) _ _ 
related to maintenance arid iihprdvemerit of the ERIC 
system. 

Staff Training 

Any professidrial c?Gvelbpmerit activity for prbfessional 
or support staff desigucd tb improve clearinghouse staff 
competencies. Costs withiri this categbry wbuld include: 



• time involved in trainirig riew eihplbyees. Fifty percent 
of a new employee's time shbuld be allocated to_ Staff 
Training during the first twb ihbriths bf the employee's 
tenure with the clearirighbuse . 

• time allocated for individual bir group fbirmal trairiirig 
sessions such as attendance at classes bri indexing, 
abstracting, staff seminars, ecc. 

• staff reading time related tb pirbfessibrial develbpiherit . 



• attendance at and expense associated with prbfessibrial 
meetings, if such attendance is aimed at enhancing the 
professional growth of the staff irieinber. 

Adv is ory B oard Activities 



Those activities as.^dciated with plaririirig arid conduct 
of national, regional, or loral Advisory Bbard events. 
Costs within this categdry wduld iriclude: 



• honoraria, if any,, paid Adyisdry Bbard members for 
participating in Advisdry Bdard everits. (Excluded 

from this categdry are hbribraria paid tb consultants for 
work related td dther clearirighbuse activities.) 

• ataff time devdted td plaririiug fbr arid conduct bf all 
Advisory Bdard activities. 

• payment df all expenses inctarred iri the conduct of 
Advisory Bdard activities, iricludirig travel, per diem, 
meeting rddiii fees, special irieterials, etc. 



